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EP-50 and/or ST-52 PAESONNEL ACTIONS
{June, July snd Avgust 1953)
WE ARES DIVISION

HONTR
TYPE ACTICHED TOTALS Jung Suly August
Appointuent
Reansl gnaent 2 i1 7 25K9A2
Promotion 18 b1y is B
Convarsion 2 1 i -
Hame Chenge 2 - - 2 29X9A2
Resignation -
Haternity leave - - - -
Hop i 1

25X9A2
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Average Per nounth ~ 411 Types of Actions 51
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Security Informa

BUMMAKE OF CAULES, DISPATCHSS AND MENORANIC
VE DIVISION, PEHSONMBL AND TRATINING CHCTION - #PERIODS

June-Jaly~ _
August '53  hugust '53 August~fept. '53
_Cavles = Dispetches _ Femovandums

W g 2 é
1. mave m,gttaru 1 : 5

25X9A2

. Routine Peracnnel Informatioen

§, /0 Information & Fersonnel Kaports

é. Wilitery Personnel Hatlers

7. FPromotion Matteve

8. “ravel

9. Re-sssigrment

10. Clasgificetion of Posltion

11. Cowpenpetion

12, Converpion

13. Resignations

;. Persommel BEveluations

1§. Security Hatters

16. Treining mstters

17. Personnel Prosurement

18. Selsctive Serviee Hatters
TOTALS

1
0
o
18
2
0
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é
2

OHHOUCOOOWRITrTOON
wrobeoBuwasmons

25X9
Average Yo. Fer Month

Average ¥o. Per ¥onth ~ 211 Aot

% Chronologicsl Files were not waintained prior to periods muw.
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Security Information

mel Fi ersvonel. file foldurn, arrauged
siphabetionlly N pesudo) on sech iadividuwal
ovevgying & WE slet. Divided file folders, of the type used

{n Poronnel Gffice, contain documents divided inte Dour groups+«
- Persommel satiens, Travel, Fiscal matters and General.

b

2. Positien Inventory Hecord ~ 5xfR cards showing dutes of B, Se~
iy clesrance, 0D, bate of Arrival, Jue Returm, personnel

sctions, {geade, selary snd date) and career besignation.

ctandard fors 7D, “osition Tdentification Sixip showing Positien

Title, Sl0t nurber, Series, and grade te used ag an overley.

Thie position imventory card is unique in the DL/F Divistous

and vas designedl to 1t the desives of the Wi Porsonnel & Traio-

ing Seution. As & rule the n¥-kb 18 used for porpeses of Fosi-

tion Tnventory Records, though SF<Form 7 1 used in one division,

3, Cable Leg ~ Pink coples of »il outgoing cablee s drafted. %o
SoetiRictype log fo maintstned.

ke ~ Pink copiss of 8ll cutgeimg dispatches, filed
Iy by Stetion No. posting-type 1log is meintalued.

bispstoh Log

Lot

m « pink eopies of all Fersonnel actions

. Pergonnel icotion

&, TER Combrel - 6*x9% locseleef binder liating, as received by
homs, date sent to Eranch, room nusbor, date due beck and date
gent to Personnel Office.

1. Periecdic Fay Inereasse uems
tifying supervipors of pgud o - ¥
questing approval (by initials) of comduct and service bhas been

setiufactory.

~ Copies of individual merorande

8. rseude File - a four pert system conaisting of

g. A set of blue cerds, 3%x5", filed slphabetically by true
neme with pgeudo number,

%, £ loosoles? book liating peevdos nuserioally.

e. A set of sslmon csrds, I*xS®, filed alphsbeticelly by
pseudonym with pueudo number,
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d. 4 looselesf buok listing trus sames mwericslly W psewdo
nuxbder.

4 in, ¥ile - Cadles, dispatehes recelved from the fisld,
1th memorends and cther pspers oc field mstters, filed
ehrcnelogiea&lg by station.

Job Ueseri 8 - & conolidated file of classificetion sheets
or §3§ 3;;§§éptiena en divieion T/ glots.

File « 5 eonsolidated file of memorerds

=414 Fersoansl Dats

s K ,“toérita eptered and completed :nenﬁvslaatzan.

1/0 Files - s compolideted file of T/C's, smendmunts, shazges,
work sreete, snd coples of correspondence csriaining to »/-

02‘
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o5 X HACTIONAL STATLMENT OF THE

WE BIVISION (a» dosoribed Yy Chief,
Fersormal Sectionfidmin/bz)

1. Flan snéd program perscnunel and traiaieg sctivities for Wi
Division personnel in accerdance with GYa and Db/P policies. Thiw
will include establishment of & glese working relationship with all
six ares opuraticnal Brandgbas, three Hieff Brenches, antd Chief's
office with repamrd to thelr specific necds in terms of future pro-
grems, s well &8 curpent projects.

f. hecomend to superior the establisbment of policies snd
procedures Yo Lmprove utilisstion of perscnngl.

3« Pursish %o Branch Chiefs and casoe officers guidence, besed
on knowladge of Diviston pereonnel assete, opersticnal needs, and
varioue fseilitias of the Apenty, on reuruitment, c¢lssrsnce, svpess—
pant, paychistyrie evaluation, uwtilination, development, rotaticn,
promotion, ete. of Division personnel.

ke Frepers pmeml reperts to /P Admin. sud to the Per- o
namlj@!ﬂw. Frepare end vevise Divislon T/0's, including pro-
:}M& Titg.

$. Lawvelop Divisicnsl orientstion program, instructing subor-
dinates in the techniques of presentation to new epployces.

6. In conjunction with the Gffice of Traimdng and the appro~ -
ﬁmﬂ senier 'wtap “Wl@ and W w&m ProgREas for 25X1C44
stalff end indigenous personnel. 7This sotivity reguirss & knowledge
of Pivisien needy end trsining facilities.
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9, Maimtsin lisisen with the Security ffice op preblems of
perscaosl and physical security. Aecommend {ivision policies con-
ocsrning physical security snd implement thoss policies.

10. :aintsin personnel, training, and cover files and records.

RET
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VORCTIGHS OF Wl PREUGHERL M TRALAIRG PURBLIIGG
TERTATIVELY RBCOGNIELD 45 PROPBRIX PLACLD

1. Heintenance of current inforsation and stetus of Y/5's and
Position Inveptory Hecerds (noraally Forme F bbb « ia the ine
stanca of LE - o §»xf* gard of ¥E design).

2. Coardinntion end review of the rorsonmsl iveluation Reperts.
3. Servicing and support of Carser Ssrviece fNosrd sativities by:
8, TProviding sdvenes inforsation on returnivg personuel.

be Providing sussmary information on nunmbers, grades, detes
of grades, locatlon, ate. of peveennel by carcer sstegory.

o. Neintaining conbrol ond fellow-up on tis sppiicetion of
traintng presoribed by Career Eorvice Board Acotlions.

d. Preparativn end provaseing of HF-52 and push othor suppording
papers es sty be required to scoomplish personnel soticns
and saintein current ivformation on status of such sctions.

he Briefing of exployees prior to overssas movement. {Supplomental
to briefing provided by Central I'rocessing.) “

%« Corresponding with elements of the % Vivieton, headquerters
and fleld, on metters of inquiry, policy interpretation el
procefural instruction.

6. FProviding routine persmmol sdvice sud sssistance to Wi personnsl.
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WEEEAHTUR PUR;  Dhier of Adsinistweijom, D/F 25X1A
zurvey sepors o8 the NN : /5 anivie tration

he %mﬂmﬁﬁw&mmamm&ﬁ%mﬁmmmwm
tion and kpomen i SHEve

patons Lelf wlith swelbere of

3

W &ﬁ& 5&‘%&33&@. @‘.“w;.

25X1A

2. The following coments rgrdds; the rectumpisiione 1o puragresh
e llstesd beiow for your gonsiderstionm slulg ﬁt& é&m&r consnts which
reiate 1o other pwrte of the repoed!

.

:It is fuit that the funetion of operetivesl sesarity, s it affects
peretatel sroblemss, Should be sdded o Tub P, miafmﬂfmmwm #
direct bearing on all Desdguerters ead field persomse) relating to thelr dey
o Ay operations. mﬂwwiwmmmm%ﬁw
iavoive the Agency 15 o meesssary feastisa. Smesies of Lde prohlems eweowsiersl
are: aowr teavel ordexs, WRM‘&W for ife Lasuvande, epedit reffereucss
nd sebooiing. Constferelle tine 0o been spent by the peysomel ond lyminlisg
soction a% mﬁm, #ad bened on paet smpeviencs, they will eontlnve
s Limportent vest in the Ssfly Work lomd of ¥E/P7.

5 e

The Dunstion of perscerml plegeeent wileh the persvanel steff Mfﬁm;
W Y mx de mowiodse und wlersionding of the Bivislon's jersonse

hesdevsrters sod the PSR, This is, of course, perfurmed i P

gmm»m ﬂ%& w persennel Plréesebt tepTesentative and the Croyoer Sexvice
Boupde, Besed oo dnforme. mﬁw w&wﬁfrmmmf?m
A Ticer m& ﬁw W m Mx, e pispesent fungtion will comtin
7 e Lapoeien - puasstomaent wnd m@lm of GVETRINE DOTBRE .
Ix m&mumwmuww the Sivision peresanel office to advise
wesnen ehiefs op the plegesent sad wililzation of perscmvel both st boed-
guarteys i in the fleld. Buank afvies 1 besed ob & koowiedgy of 8visioe
sevsonne meels rnd eseols.

’S'W reperl rectcaendy that the proposed /3 for the perforomnge
srponne i aad w«m muw e idsdied 10 5o uove then m maﬁm
m* m shonie be potad thet 4w entive Punetion tald respommibiiity Dov
secarity snd eower requloes the services of wne Dull-Ulae sployes. 7Y
of this tlue, mmﬁnﬁmmmnwm f%mmwmmum
oroomy plaee for this respoasiBiiley to Be masipnnd. Prewgrep Iz of
relarains Rgrdes mﬁ offigial and mmwﬁ:‘icm» *iam %ﬁa i% s34 Cove
Mvistos cen be perforned in WE/7P, After fuil couslderation of the problex,
e Sre Sehie mw&mﬁim =5 spelan the Bover and sesourity
tunecions, Sesed on & JEEr’s mﬁam, 11 is our opinion et the perdogweseo

7€ caubers is ipmbvigeblw,
of %Wp%ﬁyRelease%%MS CIA- RDP57-0002“2A0001003100’§41
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% B

By regrad 1% ne esbential il W?@m& wiTigers beve rendy
“O0esE to perecvecl folders Which couteln eonplete sod up~to-date iLaforetic:.
Tharelore, we foel et 1t 18 neseescry to asintess diviaton foiders s our
W;; Mmﬂmaﬁﬁmmmwmﬁmm«a o6
winkuus Lt garrest reguisiioes sed to gend dus of pertinesc
saterial to the Qentrs)l Terwonel £ilass., s verwin:

& &
%::?iﬁ iz reallised that the coopilation of statistlics coneer:
work awm@nawm,%@ymmﬁwma Fhow:
criteris Tow ﬁwﬁ&m o the fxportance or neoeddlls of the Job belag %ﬁm
m:fwwa apgs progortdes of 1te tise o probiens, valed Yeesasc of
hedr uwimesl features peoullsr to the Sgemey, tre 20t BoL70E DY Fule~af~
m mm ) wgmg imﬁ%tm W, mm%'m mw&ﬁmmum

L 5% .i%;

3%

Ther 7S deation is resposelibie foo ail sppointrents, roces SIRRL N,
renelin, o, for Pleid pmyeomssl, besed on the Divisice roteilss 4
sintion and svok desk yessmsenistions. Thereforn, r8 “F sossesnes 5
MWM coamprilag o WeRTs | ieeve regulresents, m&m it
oo devendeuts, 1t ia fm& thet tids sses of Aetad! sould be vyped
w%w@%mzmmmmwwmwﬁm f&; “.am mf&
of tunts (n alose relstiongliy fs ealntelined between VE/PY wne vi/ty i?

Badpet and Flags Jdowe wot soge epy of the detalils w&mmmw e Fa
8 PR, bui they sre swailsble to the FT Begilca.
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3 e

VIR mewdies galy Cimemes actters of sunlreet agents, snd Lt in iie
andnion of thts Wenah et thuse %mﬁﬁ% e ¢isgeilied os mersoRne]
m%wm jn the m W Reriet 'y jersipes; sstlors sse heodl

wage offlgers. Teeredore, it ia fm Wt Wis podal of eeussion w
slatntaryreied o f:mv %ﬁm ot ihe survey.
3 -

;m S ond BB Gletribuied Telvens B end Y se bolh vee toe o set
'2‘?,1 Ai. 8,
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